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A SYSTEM OF RECORD, DEVISED AND PROPOSED 
FOR THE USE OF THE PUBLIC LIBRARY OF 
THE CITY OF BOSTON, JULY, 1861. 


It appeared to me that this Institution required a 
comprehensive, systematic record of its use, combining 
simplicity with prima facie evidence of its accuracy, in 
the following mentioned particulars : — 

1. In the entries of loans. 

2. In the entries of returns. 

3. In the number of books delivered daily. 

4. Enabling the Trustees to. know, at any time, the 
number of books in circulation. 

5. To know without search what books have been 
detained longer than the Rules and Regulations allow ; 
so that borrowers can be promptly notified of their 
delinquencies. 

-- 6. To connect each book with its borrower, in 
order to aid in the discovery of mutilators; or in case 
a book is found and returned by any one except the 
borrower, that it may be properly credited at once. 

7. <A preservation of the records of loans in busi- 


ness-like shape. 
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Each person who wishes to partake of the privileges 
of this Institution signs against a number, which is one 
of a series, commencing with the unit upon the occu- 
pancy of this building, and increases, consecutively, 
by every new signature. ‘This number I designate as 
the borrower's number. A card catalogue serves as an 
alphabetical index. 

On account of the great changes in our population, 
caused by removals and death, I think it would be well 


to commence the numbers anew once in ten years. 


Each borrower is furnished with an application card, 
by means of which books are applied for; this card is 
to have written upon it the borrower's number and 
name. 

The cards now in use are exactly right. 


I propose, as soon as a person’s signature is re- 
corded, that a delivery card be immediately arranged 
with the- signer’s name, residence, and borrower's 
number, and that the card be placed in its numerical 


position in a receptacle prepared for the purpose. 


FORM OF DELIVERY CARD. 














(Borrower’s Number,) 980 
JOSHUA BATES, 1, Commonwealth Avenue. 
Loan No. Book Loan No. Book 
Day.|Wk.| No. Shelf. No. | Vol. | \Day.|Wk. No. Shelf. No. | Vol. 


























A card five and a half inches long and eight inches 
broad, ruled upon both sides, contains spaces for the 
record of one hundred and twenty loans or deliveries. 
~ When all the blanks are filled, a new card should be 
substituted, and the full card placed in an alphabetical 
position. As the record of all the books borrowed by 
each individual will thus ultimately be brought to- 
gether, the benefits bestowed upon the mind of each 
borrower can be noticed by the developed taste and 
culture shown in the selection of books. The cards 
are, in fact, ledgers; the method of their use will be 
shown hereafter, when it will be perceived that it is 
impossible to obtain one book while having another 


from the same card or account. 


I propose that the daily record of loans be made on — ; 


sheets (described below), against a series of numbers, 
~which commence with the unit daily, but having pre- 
fixed thereto a designating number for each day, 
which perfectly discriminates one day’s entries from 
another’s ; the prefix showing the number of each day, 
and of each week, since the last annual opening of the 


Institution. 


Day. Week. 


Thus for Monday, the 1st day of the 1st week, 
the designating number would be 1 1. Loans 1 to 1,000 or more. 


For Monday, the Ist day of the 2d week, 


the designating number would be aap xs oc tae “ 
For Tuesday, the 2d'day of the lst ‘“ 

the designating number would be IT I cs 66... 66 rT 
For Wednesday, the 3d day of the Ist ‘ 

the designating number would be 31 ‘s ‘6 6 7 


This combination of numbers I call the Joan number. 


The sheets of the day— 22 inches long, by 20 
inches broad—are arranged with spaces for the re- 
cord of 1,000 loans. When more than 1,000 books 
are lent in one day, additional sheets can be used, in- 
creasing the numbers to any extent. Blanks are ar 
ranged against each loan number, in which to place the 
borrower's number; the description of the book, by its 
shelf, No., vol.; the class number, as the books are so 


arranged in the alcoves as to indicate the class of lite- 


rature to which each book belongs;* also, spaces in 
which to mark the date of the return of the book, using 
numerals for the month — as, 1.3 for January 3 ; mean- 
ing Ist month, 3d day. 


The date of the use of the sheet is written in full at 
the top. 


* In the Lower Hall, the books are arranged in alcoves, according to their 
subjects, with sufficient minuteness for general statistical purposes; each 
alcove having 100 shelves, the number of each shelf commencing with the’ 
number of the alcove. Thus, Alcove 1 contains shelves numbered 100 to 


199, inelusive; Alcove 2 contains shelves numbered 200 to 299, inclu- 
sive, ete. | 


Books on Miscellaneous Science and Art are in Alcove 1, Classification 1. 


American History, es 2, ss 2. 
Poetry and the Drama, the 3, ie 3. 
Novels, wh 4, st 4, 
Biography, ; “ 5, bs 5. 
Voyages and Travels, by 6, = 6. 
Novels, ee 7; « 4. 
Miscellaneous Collections, such as Bohn’s pub- 

lications, a 8, “< T. 
General History, e a; ee 8. 
Foreign Literature, 70 shelves, $e arb ¥e 9- 
Religion and Theology, 30 shelves, MP dy é¢ 10, 


The entry clerk, during moments of leisure, can place against the record 
of each book delivered the number of its classification; and at the end of 
the day count the number of books delivered of each class, and place a state- 
ment of the same at the foot of the sheet of the day. 

In the Upper Hall, a memorandum of the classification could be placed 
before the entry clerk, and the number of the class of each volume obtained 


by a glance at its title, while recording its delivery. 


Specimen of ruling necessary for the sheets of the 
day; the sheets are five times the width of this speci- 
men; and the series of numerals are to be printed 
(omitting the designating figures). Each column con- 
tains 100 blanks; 500 on each page; 1,000 on each 
sheet. I should have them printed, beginning 001, so 
that the numeral indicating thousands could be affixed 
easily, when more than 1,000 books are delivered in a 


day :— 


Monday, June 3, 1861. 








Loan No. Book. Returned. 


Borrower’s 


No. ' 
Day. | Week.| No. Shelf. No. Vol. | Class. | Mo. Day. 








O01) 
































At the end of the year, these sheets are to be bound 
in a single volume —a day book — containing a com- 
plete, compact, and consecutive account of all the trans- 
actions in this department for a year. 

Adaptation for the Upper Hall, if it should be 
considered necessary to obtain a signature for every 
loan: — 


Book. Returned. 





Loan No. Racrow: 
—_ Class.| Signature. 
er’s No. 
'Day. | Week.| No. Shelf. | No. | Vol. Mo. | Day. 












































If books are called for to be read within the build- 
ing, the same form would be used, merely substituting 
the initials of the attendant who receives the book from 
the borrower in place of the month and day. A head- 
ing should be printed upon this book, containing a 
‘promise to return the borrowed volume to the at- 
tendant before the Library is closed for the day. 


The following form admits the title, as well as the 




















signature : — 
Loan No. Roreare. *Book. 3 Retineds 
el. x Title.) {==.2> - 2g) | Signature: 
er’s No. Soy we eS , 
Day. | Week.| No. Shelf. - 2 es fate, 
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These books for the Upper Hall could be ruled 
for fifty deliveries on a page; 100 upon the open 
folio, until the number of loans makes it necessary 


to enter only by figures, as in the Lower Hall. 


I propose that inside of the cover of each volume 
in the Library a paper be placed containing spaces, 
in which to insert the borrower’s number and the 


loan number. 





LOAN. | | BORROWERS. | LOAN, 


A 


| | 
| 


BORROWERS. 





B 
hg 
a 
ke 
E 





| 
| 


By this means each volume lent is connected with 
the borrower; and if it was thought that the bor- 
rower of any volume was a mutilator, the other. 
volumes, which the same person had borrowed, could 
be examined, and if mutilations appeared to be done 
by the same hand, proper measures could be taken 
to detect the facts. 


The use of each volume is known by this record, and 
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the information thus obtained would be of service 
whenever the books have to be rearranged in the 
alcoves. If a book was found and returned by any 
one, other than the borrower, this record enables the 


volume to be credited at once to the right person.* 


I propose to have a drawer for each day of the 
week, — corresponding with the sheets of the day,— 
drawer No. 1, for Monday; drawer No. 2, for Tues- 


day, &c. Each drawer to have three movable parti- 





* Jan. 1866. Asan evidence of the simplicity and flexibility of this system, 
the ease with which it could be applied to a recent change in the Library, can 
be seen in the following adaptation to the plan for the safety of periodicals, 
which can be obtained by transient visitors without the use of borrowers’ num- 
bers. 

A passbook, corresponding to each periodical, would be required, ruled with 
spaces for the date of the loan, the date of the periodical, the signature and 
residence of the borrower; also, for the initials of the attendant, to indicate 
its return. 

A ream of foolscap paper folded quarto, ruled with 20 spaees on a page, 
will record the loan of 76,800 magazines. 

All blanks and books should be ruled on Dr. Shurtleff’s decimal system; 
that is, the lines on each card, sheet, or book should be a multiple of ten, with 
a coarser pen for every 10th line, making a distinction which should strike 
the eye. : 





Se SE | 





“|| Retur 
Date of Date of ; | : eturned. 
: ‘ Signature. Residence. Attendant’s 
Loan. | Magazine. | | Aoeae 
| 
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tions, which can be taken out at either end of the 
drawer. 

Whenever a book is delivered the delivery card of 
the borrower is placed in the drawer of the day; if 
on Monday, in drawer No. 1; if on Tuesday, in 
drawer No. 2, etc. The Cards are placed in the 
regular order of the Joan numbers. . 

Whenever a book is returned the delivery card is’ 
taken out of the drawer as is shown in the “ routine 
of employés.” 

Each card in the drawers of the day will repre- 
sent a book out. : 

At the expiration of a week the first partition in 
each drawer, in succession, is pushed forward with 
the cards representing books not returned; at the 
end of the second week the 2d partition is pushed 
forward and fines commence on those books beyond 
the 1st partition (see article 6 of the Rules and Reg- 
ulations); at the end of the third week the 3d partition 
is pushed forward, and fines commence on those books 
represented by cards beyond the 2d partition, and 
those beyond the Ist partition must now be sent for 
at the expense of the borrower (see article 10 of the 


Rules and Regulations). 


DIAGRAM OF THE SIX DRAWERS, 
The dates showing the spaces occupied by delivery cards during the first three weeks of the use of the system. 


No. 1. No. 2. No. 3. No. 4. No. 5. No. 6. 


























June 6, 1861. June 7, 1861. June 8, 1861. 
FINES. FINES, FINES. 


June 4, 1861. 
FINES. 


June 3, 1861. 
Books to be sent for at 
expense of Borrower. 


psc: Ist Partition. — 
June 10, 1861, 


June 5, 1861. 
FINES. 























ee Ist Partition. —— leer: Ist Partition. = Ist Partition. — — lst Partition’ aed 
June 11, 1861. June 12, 1861. June 13, 1861, June 14, 1861. 





on 2d Partitions cones 


June 17, 1861. 














aaa 2d Partition. cas 


June 19, 1861. 


2d Partition. | 


June 18, 1861. 


aa od Parinon.c ee 3a Partition. 
June 20, 1861. June 21, 1861. 





3d Partition. 


To be used this day. 
June 24, 1861. 









oe 
3d Partition. 


3d Partition. 


: 
3d Partition. <a 3d Partition. = 3d Partition. 
ee 


MONDAY, TUESDAY. WEDNESDAY. THURSDAY. FRIDAY. SATURDAY, 
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The number of deliveries is so large in the Lower 
Hall as to require a drawer for each day; but in the 
Upper Hall a simple combination of the six drawers 
in one, as the above diagram shows, is all that would 
be necessary until its circulation approximates to 
that of the Lower Hall. 


Routine of employes to put the system into operation. 


An Arrenpant receives the application card, looks 
for the books, if one is found marks the borrower’s 
number in the blank on the cover of the book; takes 
the delivery card from its numerical position, and 
marks upon it the Shelf, Number, Volume, and gives 
all to the 

Entry CLerx, who enters the loan by inserting the 
borrower's number; the Shelf, Number, and Volume of 
the book against the first unoccupied number on the 
sheet of the day; and the loan number in the proper 
place in the blank on the cover of the book, and 
upon the delivery card, which is then placed in its 
position in the drawer of the day, representing a 


book out. The book is then passed to the borrower. | 


Routine after the system is in full operation. 


Aw ATTENDANT receives the returned book and ap- 


plication card; marks the date of the receipt of the 
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book in numerals (thus: 6th month, 18th day, for June 
18) against the record of its loan on the sheet of the 
day, and takes the delivery card from its position in 
the drawer of the day, where it represented a book 
out and passes all, viz: book, application card, and 
delivery card to 

ANOTHER ATTENDANT, who returns the book to its 
place on the shelf (or upon the central table to be 
examined for mutilations before it is placed in its posi- 
tion), looks for the books applied for, if one is found, 
marks the borrower’s number, &c. (as before described, 
until the book is delivered). | 

If no book which was applied for is in, the delivery 
card is placed in its numerical position, where it 
represents no book out, and the application card is 
returned to the borrower. _ 


Are the apparent wants met by this system? 


1. Loans, are recorded in numerical order daily, 
each day’s loans are clear and distinct. 

2. Returns, are recorded against each loan, specify- 
ing the date of the return, showing at a glance how 
long each book has been detained. 

3. Number of books delivered daily is known, as 
they are recorded with a numerical loan number com- 
mencing with unit each day; the record of loans is also 


a record of the number delivered daily. 
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4. To learn the number of books out at any time 
count the cards in the drawers of the days, and as 
each card represents a book out, this gives the desired 
information; or the blank spaces for returns on the 
loan sheets could be counted. : 

5. To know without search what books have been 
detained longer than the Rules and Regulations allow, 
&c. — the system of daily drawers giving this informa- 
tion daily,— with the borrower’s name and residence ; 
the daily sheets give also the borrower's number and 
the number of the volume. | 

6. To connect the borrower with the book bor- 
rowed, the borrower's number is placed in each book 
lent. 

7. Preservation of records, in a single volume for 
each year; and the delivery cards of each’ borrower 
which continue in service till all the blanks are filled, 
and afterwards placed in alphabetical order in the 
archives of the Library. 

Respectfully submitted, 
J. COFFIN JONES BROWN. 
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